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_ ‘operat
. notes on

a seécretarial servite. Following an overview are general
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suggestions on *introduéing the module, a brief discussion’of the nime
un1ts, responses to 1earn1ng act1v1t1es, suggestzons for summarizing
‘the module, and’ res onses to the quiz. The units are Plann1ng a

' Secretarzal Servi, Choosing a Location; Get£1ng,Money to Start;

Being in Charge° Organ1z1ng the Work; ‘Setting Prices; Advertising, and
Selling; Keeping Financial Records; and Keeping Your Business
Successful. Each unit' contains a case study, responses to individual
- activities; responses,.to discussion questions; and a group activity.
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OVERVIEW
W -

. v
f e

.

The purpose of these Getting Down to Business modules is to provide
high school students in vocational classes with an introduction to the
career option of small business ownership and to the management skills \___;_;‘

. necessary for successful operation of a small business.” Developed under
contract to the Officeé of Vocational and Adult Education, U.S. Department
. of Educat1on, the materials are designed to acqua1nt a varlety of voca-
tional students with entrepreneurship opportunities and to help reduce the
high failure rate of small businesses. ' .
. . 1 .. .

As the students become familiar with the rewards and demands of small v
business’ ownership, they will be able to make more informed decisions _‘
regardlng their &Lwn interest in this career possibility. It is hoped .
that, as a result of using thege materials, some students will enter small
business owrership more prepared for its challengegi_ Others will decide
that entrepreneurship is not weil suited to their abilities and interests,

. *-\* ‘and they will pursue other career paths. Both decisions are valid. The
’ . materials will encourage students to &hoose what is best for them.

-

These Getting Dewr’ to Business modules are designed to be inserted
into ongoing high school vocational programs in the seven ¥ocational ?/
dlsc1p11nes--Agr1cu1ture, Distributive Edutation, Occupational Home Eco-
tomics, Business and Office, Trades and Industry, Technical, and’ Health. ,
They will serve as a brief supplement to the technical instruct1on of
vocational courses, which prépare students well for being competent
employees but which generally do not, equip them with skills related to -

‘ small business ownership. The-.modules are-self-contained and require,a
minimum of outside training and preparation on the part of instructors.

“ Needed outside resources include only those types of materials available .
" ‘ to all students, such as telephone directories, newspapers, and city maps.
) No special texts or,reference materials are required. For further optional
reading by 1nstructors, additional references are listed at the end .of the
Teacher Guide. An annotated Resource,Guide de8cr1b1ng eSpec1a11y valuable
entrepreneursh1p-re1ated materials 1s also fval;able.

.
»

s The purpose of this module 1tho g1ve stludents some-idea of what it is
. like to own®and operate a secretarial serv1ce. ‘Students will have an .
. oppertunity to learn about the kinds of activrties and decisions a
. secretarial  service owner is involved in every day. while the module is -
-~ ) not ‘a complete "how-to" manual, !the individual activities provide your ‘
«class w1;h the chance to.pract1ce many of these-activities eqd decisions."
A

- Today, owners of small businesses face many problems--soZe minor,  some
not so eas11y ‘taken care of. These problems” are reflections of the changes
Wh11e this modulg cannot address itself to

-

our sQ%1ety 1s gosng through.

all of , them, the

to give. students an opportunity to exploré poss1b1e solutiéns.

iscussion qhest1ons at

3 . '

Y,

e end of each-unit are desg gned

-




You may want to present ‘this module after complet1ng Module 1, Gett1ng

* Down to ‘Business: ‘What's It all About? . Module 1 i§ a 16-hour program
covering a more in-depth approach to own1ng any small business. The terms
dntroduced in Module 1 are used in this module with a restatement of their
def1n1t1ons., Also, the forms used are the same, with some minor changes
to fit the secretar1a1 service business spec1f1ca11y. Module 1. provides
an 1n£roduct18n to owning a small bus1ness in addition to some skills and

;activities that, due to their gﬁneral nature, are not covered in this
moduie. /

L

N

N

Content Organization ] 4 R
e
. Each"unit of the module contains the following:

R ~«

s

1. D1v1der Page—a 11st of what the student should be able to do’at
the ‘end of that unit, - ‘

-~

LY .
.

,) 2. Case S;udz 1an account of/a-business owner in the field. . T

’

AN
3. Text-—three to-four pages outlining bus1ness managemerit principles ) ’

|
|
i
ve introduced in the case stdy but focused more on the -student. [ .
P : -d. ' '
. 4.‘ Learm.ng Actiyities--three separate sectiongd; 1nc1ud1ng' ' ‘

- \
.a. Ind1V1dua1 Act1V1t1es—-f4nd1ng information given in thé text ‘
or app1y1ng information in the text to new situations, ' A
N §
L, ow b. "Discussion Quest1ons—~cons1der1ng broad issues 1ntroduce,;nn
. the téxt; several d1fferent po1nts of v1ew may be. justifiable.-

4—

. .

’
C. Group Act1vrty--tak1ng part in a more creat1ve and action-' . . -
' oriented activity; some activities may focus on values : ‘
clarification. ) : .
\ . - ~ - r -
. - ) e . kY -

. _ General Notes on Use of the Module

-
’

J Instructional Each wnit = 1 class period; tatal class per1ods =

=9
. Time{ Introduction, quiz,” summary , =1 s

Y Total instructional time = 10 cl 33 Rer1ods

/
.

The case study and text are central to the program 8 content and are
based on the\1nstruct10na1,ob3ect1ves appedring in the last sectlion of-
this -Guide. Learning activities are also linked tp: thede objectives. You ~ :
will probably not have time, however, to introduce all the learning
activities. in gach unit. Instead, you will want ta select ‘those that
appear most related to course objectives, are.most 1nterest1ng to and . — .
" ——appropriate for your students, and gre best suited to your part1cu1ar :
IR c1assropm sett1ng. Certain learning.activities may require extra class-

Toom t1qg’andvﬁhy be used 8 supplementary activities 1f’Hes1red.

. S

S
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‘Before presenting the module to the class, you should review both the
Student and Teacher Guides and formulate your own personal instructional
approachs- Depending on the nature of your ¢lassroom setting and’ the stu-
dents' abilities, you may want to present the case study and text b
instructional means that do not rely 'od students' reading--for éxample,
through a lecture/question-answer fgrmat, Case studies and certain hearn-, .
ing activities ggytbe presented as skits or role-playing situationms.

No particular section of the 'module is designated as homework, but you
may wish to assign certain portions of the module to be completed out of |
class: You may want students to read the case study and text in prepara-
tion for discussion in the next 'class period, or #ou may waht them to
‘review the material at home after the class Higgussion. You may also
prefer thatystudents read the material in'class. * Similarly, individual
activities may be completed in class or for homework. Discussion ques-
tions and group activities are specially intended for classroom usej
although some outside preparation by students may also be needed (for
example, in the case of visiting a small business and interviewing the
‘owner). -
¢ * ., ‘ - .\

Methods, that enhance student interest in the material and that empha-
size student participation should be used as much as possible. Do not
seek to cover material exhaustively, but view the course as a brief® intro-
duction to entrbpreneurship skills. Assume that students will obtaip more
job training and business experience before launching an entrepreneurial
career.. ) |

rd

.

\ége quiz may be used as a formal evaluation of student. learning or as
a self-asSessment tool for students. Answers to learhing activities and
the quiz are provided in a later section of this guide. :

A ‘ :
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SUGGE STED STEg;.EQR MODULE USE

- . . -
o ~
AY

Introduction™ (10-15 minutes, or integrate within first hour: of Unit_1))
_— . N,

-~ 7
. -

I. In introducing this module, you might wish to.find out. what:,
. < . . o oy - . ~ '
students already know about the secrétarial service busineas.

Id

7 « Il -
. %l ’ 3 .
® What kinds of services does'a secretarial service provide
. (e.g., filling typing rejuests, providing secretaries for
clients who need thém for a-short time)? - :
- ' .
- - - I . M
® Where arfe these secretarial services‘offered“(g.g”;jbu31nesses,
ry .
® What is’ a témporary employment service (e.gv, fOF nurses,.
bookkeepers)? What need does such a service address (e.g., ,
fill temporary personnel needs)? v
. . _’ = © 4
II. Discuss- small businesses briefly. Oyer 90% of all businesses in
the United States are small businesSes.. In this moduié we will be -
dealing with very small businesses, meaning a self-employed owner
working alone or with one to four ‘employees. Often small busi- *’

’ nesses are owned and run by members of a family. ' N -

Discuss the purposes of* the module: T _ L

/ - .

~® To increase students' awareness of small business. ownership as
a career option, * ) * . ' '

L] N
. . A . . N : . s
® To acquaint students with the skills apd ‘personal qualities*
secretarial service business owners need to succeed. .

-
.

“Ne——To dcquaint students with the kind of work small busindss
owners do in additién to using their voéational skills.
N C. " . ) - -
® ‘To expose students to the aJVantageg and disadvagtages of gmall

»

"business ownership, .

L

IV. Emphasize thq; even if students .think they lack management apti-
tud¢s, some abilities can be developed: +If:students "turn on"' to

i)
¢

~—

the idea of small business ownership, they can wark at acquiring
- .abilities thdy don't have. . ? ' . :

3
.

- v N LIS .
Also, students who vopleThrough this module will have gained valuable
insights into how a:;{why business,decisions are made, Even if they later .

oyees, tﬁﬁy will be better equipped "to help the
business succeed becguse of their understanding.

-
- . 4
.
e . N

h)
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‘ \J/o;,III. Responses to D1scusslon Questions -

- ERIC

°

£
'

o .

I.

.

Vocabularx: call d1rector

-

[ 4
S

! - : a
_Unit 1 - Planning A Setretarial Service (1 class period)

i
!

- . N

word process1ng

sw1tchboard direct mail o L st
client - . ‘ notaty pablic
Lase Study: Terésa Scully talks about opening Error-Free
N Secretarial Service., She tells how owning your own
¢ business is different from.heing a secretary.
£4 L - s

Text: What Does a Secretarial Serv1ce Do?

o

v

Who Will Come to .You? . ve’ )
el Is There Roow” for You? ¢ T . e .
* Are You the Type? . ‘>»'
¢ How to Compete Well--or, Service Is The Namebf the Game
, Getting People to Come Back te You .
*  Legal Requirements .
Optibnai Points to Preseng: o : bt
Lo )
e ’Discuss_the idea of a service bus1ness. How -important is one's, -
v attitude toward the client? . : . "
v \‘ .« " ‘ll .l -

e Discuss the importance ofJgettlng copy ready on time:

] If at all poss1b1e,,1nv1te an\owner of a secretarlal service to
come to speak to the class. Prov1d1ng arrole model with per-
sonal experience is. an invaluablge learnlng tool.for students.’,

- \-
II. Responéés to Individeal Activities: . -

1.

. . - . .

ay by ¢
Typing, using reference materials like the dictionary and style
manuals, tﬁnn1ng a small business, etc. Ogpher answers may be

appropriate, , -

» -

A secretary is not concerned with how to keep.the business
successful and usually does not have to make many ’

adm1n1strat1ve decisions. An owner has many more aspects that
he ot she is xespons1b1e for, etec. |, .

You'‘could ‘work for an office that needs 3 secrgqtary or work for
a pemporary employment agency. ~ ] .

Answers will vary. Possible responses are: hslgful--c, g, h,

jy.my n, q, ¥, 8, t, u, x, z; not helpful--a, b, i, k, 1; o, p,
vy, w; and won't matfer--d, ‘e, f, y. . LN

o

. . )
/ . ) .

1.

N .

There is much more respons1b111ty. Many times &o& mst. vork
long hours, and there is no steady paycheck, etc. Other

- [

[%s
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. ' - ~
: answers are appropriate. Encourage studénts to discuss the
N ‘ negative aspects. . : :
“~ .o N ~ ,
2.’ This statistic shows that many people are not happy being
secretaries; therefore businesgeés may have ,.a difficult time
, finding secretar1es. Th1s factewill help secretar1al services,
/ . as bu91pesses will look for outside help.in gett1ng their
s . paperwork done. 1 ‘L
‘g,
3. Answers will vary. Many ‘businesses like their secretar1es,<and
, theregpre the people performing their secretarial serv1ces, to
. ., be women. Th1s V1ew, however, is changing, .
. .
IV. Group Activitg . . ) < . .
You may have to plan ahead for this activity. Yo y schedule it

3

R

o .- ¢
" Unit 2 - Choosing a Eocation (1 class, period)

at any’ time.during the module. Guide students in déveloping a
comprehe?sive list of questions on all nine umits..
. A J

: R

Al

I. Vocabuiarx: copy service . ,
\ - Chamber of Commerce . .

Case Study: Teresa talks about choosing a city and p1ck1ng a good
- ] @pot iri "tHat cdty. She talks about the importance of

‘< .. a.convenient location. - -
" s ” . ‘ _— .

Text: You Gome First

Next; Comes the City .. )
- S And Last, the Right Spo:,within That City . . )
’(Optional Points to Present: . ‘ . . - N
. < ® R s - o .~
e . ® Stress the importance of choosing a good location. See if
students can point out businesses in your area that*iaVe failed
. because of poor location. . . g
. e Ask students how long they think it might take to find a.good
> locatlon. .. ? )
Ce1T. Responges towIndividual Activigies R
1.. .b . , N - ". . ‘,.’
, 2. Checking the want %ds tells you if businesses need
" secretaries, If they do, they could posgibly usé @ secretarial
- service. - .
3.  Businesses that uge a lot of paper are: 'all types f sehools,
) banks; stoék companies; 1nsu%ance companies; arug\compan1es,
o ) regearch’ firms; ete. . .. ‘-
S, ~ ' o 00 6 1 ]
L . O, : 4

Y

o
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I11. Responses to Discussion>Questions coL - ’
- -,
P, This activity may take as long as‘one class period., Encourage
) students to do ‘some research outside class. You may have to’
provide Some background informatgon, to stuldents regarding the
\ population and growth pa:terns of iocal towtis (see almanac or
’ census‘fxgures) The jamount of new cofistruction underway in a
y town is an 1nd1catxon of ;rowth.
o, ’ g,
2. ﬂncourage students to defend. their answers., % ¢ 6?
. 4 * . ’ ¢ .t . ’ N
1V. Group Activity : -, .
. i . - 4
Student answers will vary according,to"their own ingividu#l
« * . . -
beliefs. Tell stdents there is no one ‘correct apdwer. -
4 . .o J ' 2
Unit°3 - Getting Money t¢-Start (1 class perippd) K
I. Vocabulary: loan officer - ' /" L‘*e ;
' --profit gtatements . v
. competition .2 ‘ . .
NN the "fudge factor" * | 7
, oy e
Case Study: Teresa talks about béginning a simple operatxon. She
' . talks about expanding the business and going to sc'a
,.- loan officer at a bank to open her new offxce.
¢ " ‘ . E . e
Text: The Busxness Descrxptxon ’ -
The Busxness Descriptiqn That Got Teresa Her Mone
Just How Much Honey‘W1ll You Gét? -
o v . .
Optxonal Points to Present' )
o Emphas1ze that thxs is a very sxmplexed version of uhat S
getting a loan entails. . ..
o You may also want to talk about a personal resumeﬁvwhxch is not
covered in this section. - ' : .
° Iavxtxng a loan offxcer to speal\to the class 1f possible would
. g1ve students first-hand expei&énce. . . .t
M - . . 1
II. Responses to Individual Activities

~ERIC, .

/\

1. Encourage studerts to think about theix -own sqcretarxal

service. Give them time to come.up with an 1nterest1ng name., ’

Allow students time to share theit business descriptions. .
. . , [

o7




»

The statement of financial need should coérelate to the
business description. Figures used should fall in the ranges
presented #n the text.

Il “ ~ %

.7 111, .Response to Discussion Question

Answers will vary. Students should Ye made aware' gf the
following. .Most businésses don't show a profit for at least’six
months to a year, so it would be unwise for Tai to guarantee her .
uncle money within 'six months. The bank offer is probably the
best choice that Tai has. She will, however, have ‘to show the *
bank that- she is willing to take a risk also and will have to use
about half of her 'savings to get the loan.

-

IV. Group Activity
L] - ¢ 3 . !

Answers will vary. Being prepared is important., Dressing
profess1ona11y is important. Collecting all your information,
\i organizing it, and read1ng it qver one more time will help.
Thinking about your options ahead of time if the 1loan doesn't come
\u,through helps. . . s >
. "Loan applicants" should evaluate themselves on their poise,
knowledge about their bu81ness, and- loglcaﬂ presentation of their
plan. "Loan officers" should, analyze whe er they asked all the
agpropr1ate q0est1ons, did a good critical analysis of the infor-
mation, and actgd in a professional but friendly manner.

Unit & = Being in Charge (1 class ‘period)

~

I. Vocabulary: benefitS"~ »
. salary W

. -
N

Case Study: Teresa talks about hiring part~-time help. She tells
: . how difficult it was for her to interview people. She
"also talks about the general office atmosphere.

Text? H1rrng People to Work for You--a B1g Change
‘Communication Is the Key .
What Do You Need%- e :
Eeny-Meeny-Miny-WHD? '
. Training the New People
. : 1
Optional Points to Present:

. ‘Stress that be1ng a boss is more than h1r1ng workers, It's
also tra1n1ng, managing, and commun1cat1ng with them. It means
encouraging them, prometzng them, and sometimes firing them.

B
, | ) ./ ' 7.13
ot CEL S
«‘19#‘ ) B K .




s 3 , h X
" . ) * ) o i . - o
/'«" B "":‘ < . - . . ‘
. . ,:5:;‘}‘ - s . “
a":yv' [ 4 - .
_ - N =, &

. fif%' Ve Good hiring is being able to te11 peoﬁrxiéhat you need. b P
;'afky“ i} ° D1scuss good and bad bosses the students have had What makes .
et e a boss goodb 'bad? “e, - . .o, L N
R s . .

.“:3:’"‘ > - Oh " o- ‘ ‘ )
¢ * II. Responses to Individhal Activities 56
" ‘0
ry . 1. Advert1s1ng, bdbkkeeplng, h1r1ng, training" people, dea ing w1th’°
p angry clients; etc. s ~ 7 . ‘
!’ . *, y :
. e _ .2, Private employment agencies, want ads in newspapers, bulletin ‘
' boards., afd business schools. . ’ i
-~ 3.*JD1Scuss the d1sadvantage of having people "drop in" w1thout ‘
J cdll1ng first, It: ‘may be an advantage, however,, to have pe0p1e
. knéw your location so that they will know how,far they will
RPN have to travel .
' . S A
. c b, »Yes--appllcants should know- a bit about you'so they'll know if h
L they fit in. “ 1@ - . .
Tee 5. Wlnter Burns is probably the best ch01ce. He has the best °
’ o typ1ng and has had experience with. college papers. His part-. .
’ . e time school schedule would probabl;“f1t 1n well with the typing
‘ T job. John Olmstead ‘had a low typing s,peed and has health prob- -~
- lems that may affect his attendance at work. Martha Sanchez's o
T b, poor spelling may be a liability. Also, she really wants a
) 3 full-time job, whereas Teresa advertised for a part-time perspn.
: . ,III:_ Responses to Discussion Questions ’ ) .
. . : ‘ n‘-f‘?‘ Te
: .» 1, Answers will vary. Discu¥s the problems of sexual stereotyping. €
. Nt ‘ .. ' -
. ' . 2. Encourgge students t alk about jobs they have had 4nd .
o employers who weye pa 1c2’ar1y good . : ) . .
. . s 3
» .« N
| i - . ., 3. "Possibilities a ake him.a Superv1sor, ’ ) §
X o . " talk to the.other o
' ) T o 4 - ..
IV, Grodp Activity . & . -

~

I WS-

o

°Here are some "dos" and "don'ts.,

7

2

£ Do’* give. a warﬁlﬂg--be spec1f1c apout what you don't 1 ke
Eell the person why he or she is be1ng fired

M i
‘ _ give .some termination pay . - L v
- ". . let ¢he person know 1nlpr1vate S g
i b H
t, “ben ce ut flrm ﬁ» - i
Don't: discuss'it with' anyone else .

let your .fired employee train his or her replacement
let the employee, talk you out of it

[

*

L
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YL Unit 5 - Orgaﬂizﬁp the Work (1 class period) . . )
- e 'g,' 7 v . . " . , : \
I.: Vocabulary: labor-intensive stock (of paper) . -
~ . - Y customer accounts ~edit
K . . copy . proofread ] Ct
. P \ . . - X e
: Case Study:, \Teresa talks ‘about what makes a secretarial service .
v T . ood. She .talks about organizing the work., . : :
S, A - ’ . 4 s ’
. &« ,* _ Text: When the Work Comes In ' e *
. SRR ., Completiing. the Work Order Form' )
. . L R Who's Gfing to Do It? . R
oLt * . And Finally... . N o~ . ) ’
3 . . 3 ‘. N & o Wt
. . 3 . 4 o,
. Optional Pointd to Present:
. "e  Ask students what they thipk would be the most difficult part*  » "
_ of organizing ‘work coming into a secggtarial §ervice=
» . - . . . ) ’ K P
’ ® Ask students what they feel i$ the easiest kind of typing to do.".
' ' ) . ) . ., .
JIPs Responses to Individual Activitiés Co . i
- A4
. S 1. b, * ‘, ’ P

. - l . ~
4 o fs , ‘ . & ' . . , AN . '
\// o ‘2. A peflon who signs a work order fqorm understands that he or she o
is agreeing to that work. ‘This lessens the chance of mistakes.

v
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3. (’Error-Free Secretarial Service
. ' / . "Our Name Says It': Alli' . .
. ' Name Jiu; Marcello, P;.D. : .
. Address_ 5549 Tree: Lane l‘).rive, El Paso, TX - . §
; \ ‘ \ " Telephone 896-5849 » Da te/Time Rec'd May 2/4:00¢ pm .
: Féﬁal? X or Rough? - ‘ "}
] : ‘ Spacing:  Single X Dozxiafe Triple ‘ -
Yo Paragraphs: Indet;ted or block? Indented .

Type ‘Style: San serif elite

. : Margins: __ 10/70 , :

L e, S : < e ’ '
o ' . Proofread? No L .
“ o’ - .. Underline or Italics? ‘Ttalics o . ' ’

' o~ ' SPECIAL INSTRUCTIONS: Due May 4 C
o A e s - Footnotes at bottom of each page, not C et
s L at end of report ’ )
;o & 1f thexe are any questions regarchng style, call Dr. Marcello J

. . . . . * .
i 4 . . Signature’ |

.
. . - . ~~/
‘ - ¢ .

. 4, Respénses should be similar to the follo{ving: a) 1 hour;
. . ; b) 2 hours; c) 1 hour; d) 5 hours.

. o o
III., Responses to Discussion Questions | . . _,

s PR

- ' 1. Encourage students to express their Opinions.s’ Even though
s o there was an agreement beforehand, this is an example of how ~

y "mistakes in communication":can occur. Point out that most . ,
‘ secretarial services have the attitude that the customer is

. always right. On extremely large orders, there may be some
compromisé in which the ‘customer would pay a certaim percentage

for corrections. ] R .
. ' . ’.':-‘Zﬂ:

2. Qngnmg,your own secretarial’ serv1ce means that you do not have
to do all the work that is presented to you and can tyrn down '
work forlany'reason. . e '

A
~

<

.
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'
Group Activity “ .

A

Writing out the weekly payroll checks would take approximately .
half an-hour. Calling a Yellow Pages ad consultant coutd take
anywhere from 10 minutés to 45 minutes. Dealing with an angry
customer who ‘wants ;his letters retyped could take anywhere from
5 minutes to 20 minutes. Ta1k1ng with one of your typists who ‘came
in late could also take from 5 minutes to 20 minutes, Meeting with
the tax consultant about géetting A better ‘tax break could take from
half -an hour to several hours. Reading the morning mail could -take \\
from 5 miputes to 15 minutes. If all this happened in one day, the 77
customer should come first, the late employee second, and the ]
payroll third. These all should be done that day. Calling the
Yellow Pages ad consultant, meeting with the tax consultant, and
read;ng the morning mail could be ,put off.

Y

Unit 6 - Setting Prices (1 class period) :

I.

C e, pr1c1ng cons1derab1y.

II,

LN

'
»

Vocabulary: "in the red" . cost-per—hour '
"in the black" depreciation \\\____‘
break-evén analysis profit L )

“the "going rate"
Teresa taiks about why she no longer, charges by the
page. She talks about her break—even analysis,

Case étudz:

Text: What Are People Willing to Pay’

The Break-Even Point "y .RQ;?Q
Things That Make the Price.Go Up
Things That Make the Price Go Down

EN
“aee”

- i

o 4

“

@ptional-Points to Present:

.4
are only 145 billing hours in a

+
A . e .

o ’ You may want to discuss other hidden costs.

] Explaln to students why there
month. °

-0 . Pricing is very complei. The stape of the economy, supply and
demand, and competition from larger, companies can change
Nonetheless, knowing one's break—even
p01nt helps in planning pricing. .
-Responses to Ind1v1dua1 Act1v1t1es v . . . )
1. - Most secretarlal serv1ces ‘have stopped charglng by the page
because it is d1ff1cu1t to estimate how long it will take.to
type a page. ,A lot depehés on the handwr1t1ng and the . e -
~comp1ex1ty,of the. work. . {




o o B
el : 2. The break-even point is how much ‘money a business needs to take
. in (in an hour, a month, etc.) to cover its expenses, w1thout !

*

any prof1t. . .

. * s . .

- . 3. Teresa divided her cost per hour of $32 by four because she had(

four typewr1ters. She wanted to know how much each machine had

to bring in to break even--that is, the m1n1mum rate she could

charge for each typist per hour. . ’a .

. )

N

’ 4. Theft, bad accounts, and depreciation are "expenses"ythat have
to be counted even though they are not bills. .
i

- a
—_—

5. You should charge more-for special services because they -are .
out-of-the-ordinary and take up more of your time. You can .
probably get more money for these services, since many agencies °

-may not.offer them.

b4 L}
.

‘ III. Responses to Discussion Questions B ‘
1. It would probably not be a good idea to lower your rates just &'4
for one month. You would end up losing quite a bit of money." .

You might want to do extra advertising that-month or offer a
" few special discounts--e.g., for studemts only. o .

- 2. You could justify asking for more money if you offered special
‘ - services such as typing in.a foreign language. You could
. charge less to .attract clments.

) N
3.- Your price_could go up beca@ée of géneral inflation. Rising . ‘
'* . costs probably would have to be passed on to your clients. If
you had to pay more for typists who could do specialized
typ1ng, you could also charge higher prices, etc.

il

. [§

IV. Group Activity o “ : .
a. The break~even point for each machine is $6.10.

. b. Students should take into copsideration the inflation rate and

s ' .the fact«that thay could. probably’ charge more for doing legal

) work. Have students defend their gnswers.,
.~ N

’ .

A ]

A 0'.;‘ LY B
Unit 7 - Advertising and Selling (1 CIéi? period) 3 e

I. Vocabulary: direct mail
P ' .. - . reciprocal trade agreement - . ' <
K Lo o " ggodwill, - ' . ’
advert1s1ng media - - . :

" Case Studz:f/Teresa talks about setting up her Yellow Pages ad., , /' ‘
She also talks about keeplng a tally of how pe0p1e g
hear about Errox=Free. . -

13 18 o .
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II.

111,

"y

~
=

,'
h

_ e me,

.

s *
Text: What Kind? Where" . . ( .

The Yellow Pages g
Direct Mail and Personal Contact ‘ o
The Writing on the Wall . ‘ ' . ,
Goodwill - ‘ |
. How Much Money Does It Take? : e

Optional Point to Present:

.

Bring in your telephone book.with the Yelﬁow Pages. Show

students the ads'for secretarial services. Ask them what makes
. thew unique. - What different images are the ads trying to -

project? Ask students which.ads would appeal to a—doctor? a,

big insurance company? a small real estate company? Are gy of ,

the‘ads geared toward men, women, students? .

Responges to IndividualoActivities

1. The five parts of an lad are the headllne, the 111ustrat10n, the .

copy, the layout, and the identification.

Students should include the five main parflf in their ads. Ads |
should be simple, attractive, 1nformat1ve, and "catchy." The

illustration should/@roject an image that will appeal to the

targeted customers (students; doctors, lawyers, etc,). The '
most important informatiom should be most prominent in the ad.
The ads should also have a certain a t of "white space."
Overly cluttered layouts are unappeam to readers and tend to

. confuse them regarding what information is important. In [ P .

“' summary, ads should be creative and organized.
3. Have students share what they have learned about dlfferent . S
< prices for different sizes of ads.
&, The Yellow Pages, fliers, hav1ng a grand Openlng, ete. T'f' o
Re8ponses to’ Dlscuss1oﬂhQuest10ns ) ) K ////
. [ B
» boon
" 1. Allow-gclassroom tlme to come up with really interesting ideas.
Dlscus“}costs of different ideas that .students suggest. .
, 5\ “.-.
2. Both She11tha and Ramon should use the prices quoted for the

Yellow Pages ad in the largest, city. ‘ Begides taking out an ad - .
in -the Yelloy-Pages, they can also send ‘out fliers, have ‘a . .-

grand opening, etc. ! p . p

Group Activity -

perceptlons. Try to p01nt out as many themes as podsible.

;o
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. Unit 8 - Keeping ‘Financial Records {1l c1;£ss period) '
Al \ N - N -~
I. Vocabulary:- credit »
v . T credit ‘billing N
° v itemiZe ) - f
’ daily cash sheet ° .
. . '__‘ _ P .
" Case Study: Teresa talks about doing téb’ooks. she télls how her
. - typists record the time spent on a project. She talks \\,
. ’aboyt credit and one~time-only cliefits. ' Py
* Text: How to Bill’ : <
. Keeping Track of the mrk ..
Easy Come, Easy Go--the Daily Cash Sheet
: Lo ' ' . b -
Optional Points to Present: « ‘ y
e Tell students that the unit covers two forms of financial "
recordkeeping, You may want to list other types of records.
, ®° Yod Yoay want to discuds the dut1es %f a bookkeeper and the -7
- advaptages and disadvantages of having one.
II, .Respo s to ‘Individual Activities . . 4 .
\,‘\.'
‘ 1.\ The reason Teresa doesn't give credit to first- tune custome?
is probably because she is not sure that they will pay their
“bill. K . e A
(: : \ D f
, 2. Teresa records time in 15-miperte intervals because it's more
dccurate. If she were charg1ng 14 dollars an hour 15 minutes _
would cost $3.50.
3. &CUSTOMER BILLING FORM N
{ Customer: Luis Santo
N N rs
-~ g . Amount Payment Balance .
Date Description of Work Charged Received , ‘Dué
5/4 Typing Master's Thesis .
. 6.5 hrs @ $14/hr $91 $ 91
5/5 Mastex's - 7.0 hrs 98 -— 189
L 5/8 Master's - 5.5 ‘hrs 77 - - 266 - )




.

IV. Group Activity

4. « DAILY CASH SHEET -

Cash Receipts ‘ Cash Payments
~ }/Cash Sales $400 Salaries , =~ - $ 400
Credit Accounts 559 -  Building Expenses ‘
) Equipment and Furniture 560
T Inventory or Supplies
Advertising -
" -, Other - 83
TOTAL CASH RECEIPTS $959 TOTAL~CASH PAYMENTS $1043,

/ N . .
1 ’ 2 °

I1I. Resporses to Discussion Questions . . L. _

. . - .
1. Secretarial services charge a $5.00 minimum fee because it
e costs that much just to Keep track of the books and to make out

.. the b1111ng forms. s

2, / The advantage of having credit account's means . you can serv1ce
large businessés that usually deal that way: The d1sadvantage
is that you have to wait until the end of the month for the,
cash, -This may make it a little harder to pay your bills.

~'3. Encourage students to offer their own op1n1ons. Someone is a
‘ good credit risk if he or she has a good frnanc1a1 position
. (e.g., a good job) 'and is reliable (has ‘good ‘persondl refer-

'encea or_a. good_credlt,ﬂrecord) ~ ey . -

>
Tt )

. & )
LI . -
PeopTe Who are refused credit many times become very . ‘
d18c0q$3ged. They may .run out of alternatives. A8k gtudents’.for
times when" :they were treated pobrly in “compatison to others. To
establish credit," they can open certain bank .accountsy obta\n an -
. easy-to-get chérge card, or buy something on credit (e.g,, C.
furn1ture, or a car), Perhaps a parent; spouse, or friend can
co-s1gn the first time to get the petson started.

, - < & 4 ~ t
ot _ ’ L 4

Unit 9 - Keeping Your Business Successful (1 class period) .

L. Vocabularz: profit/loss statement. net.profit | . g

revenues wholesale | ~
expenses . bulk rate o=

v’

« Case Study: Teresa taiks about her profit[loss statenent. ‘She '
" tells. how all her'expenses have been going up.

’

Text: The Profit/tosqgstatemént oo '231’ ‘ RS
Figuring Your Profit‘Ratio Lo ¥
How, to Raise Your Profitg )
o T, . ) ’ .
’ ) b . /‘ - o
e AN P T LT A ) N
16 .. ‘ Lo ]
- - -~ ..
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} .'/. - b . - 4
i sy ° N 4 P ’
- ~ hR S

N T e’ 2 . - ‘. , 1
O ‘ II. Responses to Individual Activities: ,

oo «” e - './ N e — =

1. ¢ TWO-YEAR PRQFIT/LOSS. STATEMENT A
- . \/ . * : N % ot
o T - - ' Year 2 .. Year 3 ’
\‘i; . . g : ’ a N ) -
G - Revenues ° . ' $50,000 100% $60,000 . 100% t
RS Cost of Goods, Sold ;\‘ 15500 - ‘1 +_ 1,800 _
y Grogs Profit - $487soo : $58,200 - ;
. . Expenses . - .| 26,008 52z 30,000 - 50%
’ Net -Profit . $22,sooj 45% | . 28,200 _47%
Ce . L ) =
- - 2., Year- 3 was better because the amount of profit dodlars and the !
| . v profit ratio were both higher. -
. \ LS . . T

3. Raise your prices, lower expenses; expand sérvices, increase

% - > . Yous m ber of customers. ' >
- 2 . , I ’
I1]. Responses to Discussion Questions , . .

2 ’ IV( ) N
1. Owners of secretarial services 36 not want to go*big usually .

on't want to employ a *lot of people. * There .

ased paperwork, more. taxes to péy, dnd more ..

fit pay. . ¢ . L
N 5 ¢

» . “ involves 1
. employee

‘ ) . "« .2. Encourage stiidents to express their ‘own 'opinions. Teresa's
: business is t11M quite healthy. HOWever, it 1is 1mportant'for
ab siness owher to have support.at h v,

~

° ——

l . .
F~ . : * 3., Teresaywill have to-decide whether she would rather dress o
| N " - "properly” or lose customers.  Appearance does count to some
0, extent to many clients. . ” . o g

EATRF S o , . o
T i IV.. Group.Activity . ® . '

The 1dea -behdnd this activit) is to see if students would like
to be the owner of a secretarial dervice. Encourage students to i .
express their own ideas, and reiterate th€ fact that thene are no Ny
correct answers. ) - . . g

.. B
- B h -
’ . »

i L
mmary (30 minutes) ’\ . .- a

- 5

I1f desired, the Quiz ma® be given prﬂg“)to summarizing the module .and
doing wrap-up activities. ' .

0y

Emphasize major points of the module such as: - .-

- - t
- B
. - v

® Running a secretarial service is a smalls business opportunity\for a .
, person interested in typing 4nd other business services”ﬁut it/
must be planned and located carefully for it to be successful.-

<
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'Pre\;ious ?écr'etarial_' and bu_sine'ss~éxpérienéé and a genuine liking ‘
of people are helpful qualities for a secretarial service '‘owner to

. have. . R At . . ‘& *
" B e ‘Hiring and keeping top quality secretarial staff is a key part of - i K
I . -2 running the business well. -

' : -
»

’
[ 2

2 Keeping the customers--businesses, doctors* offices, priggvate’ *
. individuals, etc.--satisfied with your'service is also vitally"
important. ’ S -" . ‘
Y - '@ -The neteds of your customers and secretarial staff may change over . -
" time. Knowing how to analyze the business and to make necessary '
3 changes are important ways to keep th’e business ‘sugcessful. . Co
~ f . . : . - )
N '~ . “.Remind students:that their study of this module was intended as an
awareness activity.so they could consider entrepreneurship as a career ¢ ]
. - option. Theit intYoduction to the skills required for sutcessful small T
, » business management has been brief. They should not feel that they are
} now p\repared to go out, obtair a loan, and begin their own business. More
training-and experience are necessary. You can .suggest at least these -
ways of obtaining that experience:  one way is to work in the business . -
area in which they would eventually.want ;o/have their owrd venture;
another 1s to go to school (community colléges are starting to pffer AA -
degrees in entrepreneurghip)s” - , )
-’ L . .
) Thig is a good time to get feedback from the students ag to how they.. . ‘ ’
would rate their experience with th€ module. Could they identify with the .
characters portrayed in the case studies? How do they feel about the )
"..‘.:_.__..........._..._learni..ng.‘..ae.t.i;vities? . [T - . g N R — .
. . “ , N ' Y
L If possible,"‘r’&a_final wrap-up activity to help students apply what )
they have flearned in“the mogule. Possible ideas include the following. #
ot ,* ® Have students disciss or write about how they see.themsefves owning
- a secretarial service now that they know more abbut it. If time
runs ghort, students tould de this on their owiz‘;\t;ime as a means.of .

c~ B self-assessméjut.' . " S . o

[ ] o ' -
‘e ,Use one or more of the: Group Activities thgt%vere not done
. earlier. ,(The first one, in Unit 1, "Visit; to Class by the Owner
) ) of a Secretarial Service," might-be particularly appropriate.)
Feel free to combine, expénd, and adapt the activities so that
students can considef. a morey completq picture of running a
secretarial service. " '

~

. . R -
’ e - Al b ! * ‘ ) ~

Quiz (30 minutes) . )
p - The quiz may be used“ad\an assesisgnt instrument or as an optional

sti.xdy tool for students. If)you wish L£o use the quiz for study purposes, !

) duplicate -and, distribute the a_nswerpkéii?to studentg. - In this casey '

p - student achievement may be’assessed by,:\;%valuatihg the quality of students' /
“y . participation in module activities. \ ' o ,

- 18. <. .




Quiz Ansner Key*

1. Possible respénses includé: doctors, lawyers, writers, students,.
small business owners who can't afford a full~time“secretary, other
businesses that are in a [crunch,” private individuals who need -

. typing for a job resume, club, party, etc.

2. Possible resgponses.include: typing skills, knowledge of spelling- and
grammar, business management skiills, and the ability to get along .
with people (customers- and employeep) . .

T - . N - - B
.a . ‘ ' ‘ - . ‘{

c ' , ' ,

S - N ~ -
i | ' 3
F ‘ U i ‘
Possible respdnses:include:_'name of owner and business; type of
services pxovided; location; pdtential customers; competition;

strategy for success (ways to stand out from the competition). .
, ¢ . - . . . iy

g - \ . . L . - .

b, ‘ . ' . :

¥ ) Y - . S
$12,500 - ) )

. - C ) .
"3""" * N - ) - [ - . .{.‘,..4 — e

¥ N a
Possible responses include: competitors' prices; your operating
expenses (or your break-even point); your desired profit; ow much
your customers will pay; special services you ‘offer; and the state pf
the economy.

- -
.
d . + /
. . o
.
+ N - >

A v

a .

(

~ ’ -—

Customer's name,. date, description of work done, amount charged
Aamount of payment received, amount still’ due (balance)

b. ' b :

a. Net profit = $25,000 i
be Profit ratioy= 50% ) , SV
Ce Expense ratio = 474 . .

L

o

Increase saIes,'raise prices, reducer expenses, expand services. . . .

Do more“advertising, lower-prices, offer special-s%rviees. . , ,

- o 19

-

. .
. B .
[ . o ‘. - .
e s + B - .
T . . ,:?:r.‘ T e - .. , ) 4 R L . . -
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“National Business Education Association.

. - SUGGESTED READINGS - ,

“Holt, N., Shuchat J., & Regal M. L. Small business management and . o
ownersh1g. Belmont MA: CRC Education and Human Development, Inc.,
1979. . y

- . . °
Jéanneau, J. A. Small business management: ,Instructor's manual
(4 vols.). Prince Albert, Saskatchewand Departmedt of Manpower &
Immigration, Tra1n1ng Research and Development,'Station, 1973, ‘

Business ownership curricufum
» project for the prevocational and exploratory lewel (grades 7-9):

Final report. Reston, VA: Author, 1974, ’ I
A
Nelson, R. E,., Leach, J. A., & Scanlan, T. J., Owning and operating a small '
business: St:rateg1es for teaching ‘small /(b (usmess ownership and e

management. Urbana, IL: University of '1Illinois, Department of

Vocat1ona1/Techn1ca1 Education, Division of Business Educatlon, 1976,
Rowe, K. L., & Hutt, R. W. Preparxngﬁfot entrepreneurship. Tempe, ‘AzZ:

Arlzona State University, College, of Business Adm1plstrat1on, 1979.

N
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f~> Objective 3: Decide whether your city or town

: GOALS AND OBJECTIVES -

- N ’
Goal 1: _To help you plan your segretarial service. .

W N .

”0b3ect1ve 1: Describe the setvxces; clients, and
ccmpetxtxon of a secxetarxal servxce. o
Objective 2: List three personal qualities a ~

# - secretarial service owner might have, = - .
/7

ObJectxve 3: List three ways that a secretarial

BN service might be specxal. -

. Objective 4¢ List two of the legal requirements
*  you mxght have to cdnslder before openitig.

2

v

w

Goal 2: To help you choose a good locatxon for your

¢ servicé. - . .

- . Objective 1: List three things to think about’ 4
in deciding where to locatégyour business.

- Objective 2: Pidk the best location for a- -
secretarial service from three locations.

would be a good location. » <

:

Goal 3t To help you plan how to éet money for your - . .
: business. - v

Objective 1: Write a business descriptioh for
your business.

Objective 2: Filliout a form showing how much
* money you will need to.borrow. -

- .

+ ~

Goal 4: To help you choose the people who ¥ork for you. ¥

Objective 13 ﬁ&st the information needed on

— " a job description. . .
.2 . ’ - .
0bjeq§ive 2:  Choose the best person to work at
your service from a list of three. s

oﬁjpctive 3: List'one quality of a good boss.

e




*

DN

LI

VA
TS,

To help you organize the work of your secretarial
Se'rV].ce. ~ * '

.
1

Objective 1:
- Obﬁective 2: Estimate how long a typing job will
" ‘, takeo € ) -

Fill out a customer work order form.

e

o
To help you set pr1ces for your secretar1a1 4
service. * ‘

] - - '

_dbjecfive 1: List three th1ngs to cqns1der in
sett1ng pr1ces for” your service. T

. . A, Q A
ObJect1ve 2' Set prices for your secretar1a1

setv1ce'after be1ng given certain "facts.'
v a ‘e
‘ 4 )
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To help you learn ways-to advertise ahd sell your

Goal 7:
83!’\71088. .
> . . »° i . - . o

Objective 1: Pick one way to advertise your
service. - <

Vs . ~

o Objective 2:

service, -

e N . o \

N

To help you learn how to keep g;nanc1a1 records
for your Q>§retar1alxserv1ce. . ~;

Objective 1:- Fill.qut a bill for a customer.’  «
‘ < . .

Objective 2i
recordg money coming in and going out of the .
busines ; C c

~3" 2 “. -

- . <
- = “~u

'To help you learn how to keep your busxqess "1n'
the black," ' 2 ‘ ‘0 . -

. ~ L.

. - «

ohjectlve 1'— Flgure oult the net proflt, profu:
ratio, and expense ratio after being given a .

Al

specific. bunpess sxtuanon. B

‘_fObj,e ive 2°, State. one .way t:g ‘increédse; ... . .

fits m ‘a buuneaa that-- is loaing money.
- . L : prn : } o O
Objective «3t- State one way to- increasé the number
« - of clients you have by changmg or improving
- your’ serv:’.ce. L e L
o - R o 27"‘.,&*\ :

R @
- o ° "
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Goal 5:

Design a printed ad foé’y6ur . ..

Fill out a daily ‘cash sheet -that ,,/

\

»
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